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REC continues to update and improve its website to

provide licensees the ability to manage many licens-
ing functions online. No registration is required to view
the public licensee or education search pages. With
the search engine, you can find a salesperson, broker,
time share, course, provider or instructor. Completed
searches can be downloaded and saved in MS Excel.

Any Idaho real estate licensee or license applicant, re-
gardless of license status, may register to use IREC’s
online services. The online services allow brokers to
manage their own companies and licenses as well as
view information on their associates. Salespersons can
keep track of their own education history and E&O.

In addition to renewing licenses online, brokers and
salespersons can update addresses, e-mails, and phone
numbers online. Brokers have the ability to instantly
add or remove an associate without submitting any pa-
perwork.

To use IREC’s online services, you must register a
user name. Creating a new user account is easy, just
follow the steps below. Once you have completed the
registration process, you will receive an e-mail with
your password. Remember, a valid e-mail address is
requlred for conﬁrmatlon of your account.
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To reglster for IREC S Onllne Serv1ces go to WWW.
irec.idaho.gov. On the left hand side of the home page,
click on the fourth button down that says “Register a
User Name and Password”. Fill out the registration
page and submit it, by clicking the “Submit” button
at the bottom of the page. You will shortly receive an
e-mail with your password. Once you have your pass-
word you will be able to log in to IREC’s online ser-
vices.

To log in to IREC’s online services, go to www.irec.
idaho.gov. Click the button on the top of the home
page that says “Log In”. This will take you to the log-
in page where you will enter your user name (e-mail
address) and password. Passwords are case sensitive.
Once logged in, you will see your personal informa-
tion. You can check your fingerprint status, continuing
education, errors and omissions insurance records, and
license history. You can also change your address and
contact information, renew your license and print a li-
cense certificate for free. You may also wish to change
your password.

If you have problems registering, go to www.irec.
idaho.gov. On the left hand side you will see a column;
click the fifth link down that says “Forgot Your User
Name or Password”. Read through tips for resolving
registration problems. If you still need assistance, call
IREC at 208-334-3285 and one of our friendly staff
will assist you.
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\} We Make Sure Your Personal Information Is Protected

W‘ In today’s world, protecting personal information is important. IREC strives to ensure
'~h-_ information collected from you is safeguarded. IREC uses encrypted files, firewalls, database
.##g access controls, and passwords to protect your information. IREC monitors its system for
"SS¥ ' viruses and hackers and uses secure channéls when moving or storing back-up tapes. These

preventative measures are taken every day to protect sensitive data from unlawful use.

Renewing Online is Easy and Efficient!

The Commission has changed the license renewal notice and no longer sends out renewal forms. Instead we
request you renew your license online. Renewing online puts your name in a drawing to win a refund of your
license fee. It’s fast and easy. Just follow these 5 simple steps.

1. Login in at www.irec.idaho.gov and enter your username and password.
2. Click the “Renew Lic.” tab. (If you are a broker, go to “Manage My Company” and then choose
“Renew Lic.” tab.)
3. Fill out renewal form completely. (The page will not let you progress if you skip a question.)
a. To navigate page, you may use a scroll bar, tab key or arrow keys.
b. If you are unable to navigate page make sure your page is the normal size. Resizing a page
or zooming in can cause difficulties.
4. When prompted, make your payment either by credit card, debit card or e-check.
5. Press the “Submit” button at the bottom of the page.

Online renewals must be completed by 5:00 p.m. MST/MDT on the last day of the renewal period.

Please allow 15 minutes for your license record to be updated on IRECs webpage. Payment receipts are
e-mailed by Access Idaho shortly after completion of renewal.

Changing Your Contact Information

The best way to change an address, password or e-mail
is through IREC’s Online Services. Why hassle with
mailing in paperwork when you can complete the whole
process online quickly. To change or update your per-
sonal contact information go to www.irec.idaho.gov and
log in by entering your user name and password. Once
you are logged in, click the tab that says “Contact Info”
to change your password or e-mail address. To change
mailing address, click “Addr Info” tab. Then highlight the
incorrect information and type in the new information.
Click “Submit” to save new information to your records.

You are Logged in as Neal Test-Record
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Just Checking

Youcan check your CE credits, license histo-
ry, and E&O information twenty-four hours
aday, seven days a week on IREC’s website.
Go to www.irec.idaho.gov and log in. Click
the “Lic. Hist.” tab and click the last date
shown. A window will pop up with your current license
status, license number, issue date and expiration date. To
check CE click the Education tab. Courses noted with an
asterisk count for your current renewal period. To see the
status of E&O insurance, click on the “E&O Ins.” tab.

You are Logged in as Neal Test-Record

My Information Providers

Addr. Info Contact Info  Education Lic. Hist. E & O Ins.

—
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Find a Course, Provider or Instructor?

Searching for Courses, Providers, and Instructors is easy when you know how. Go to www.irec.idaho.gov and
follow these easy steps to find a class, provider or instructor near you!

1. Click “Find a Licensee or Class” link on IREC’s
home page.

2. Click “Find a Course”, “Find a Provider”, or “Find
an Instructor” tab.

3. Eachtabwilltakeyoutoascreentochooseyoursearch
criteria. Select as many search criteria as you want. For
example, to find CORE and an Elective course, search
both at the same time by holding the Control Key (Ctrl)
on your keyboard and clicking both the “CORE” and the
“Electives” options in the “Course Type” box. Search
for live or online courses in the “Course Delivery” box.
You can even find free or reduced cost courses offered

Fle Edit “iew Favaoites Toolz Help

with civil penalty fine money by clicking the “Course
Delivered with CP Fine Money” radio button.

4. When searching for a course you will have two op-
tions. To find an available course offering, click the
“Search Course Schedules” button. If you want to see
if a course is certified by IREC for CE credit, then click
the “Search All Certified Courses” button.

5. Click on the name of the course, instructor, or pro-
vider on the search results to bring up more informa-
tion about your selection. Selecting a course will show
a window with information on the course, such as the
fee and how to contact the provider to register.

ﬁ ohe @ Licensee and Education Search

Licensee and Education Search

Find aLicensee FindaCompany Find a Timeshare Find a Course Find a Provider

& -

fy v B - s - |2k Page - 0 Tooks - *

Find an Instructor

Course 1D Fartial Course Margg

[ *k Caourse i # nfinurs

Provider's Name Course Type

1031 Real Estate Services All Course Types

15t Choice Real Estate School Braker

Academy For Real Estate Careers Care Live

Ada County Association of REALTORS Elective

Course Delivery

Correspondence

Online

Location

Albian
All Cities

Ammaon

Course Delivered
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O ves () No (&) All

Course Developed
with Fine honey
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Courses offered between these dates
Begin Date End Date
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To make multiple selections, hold the CTRL key down while clicking an the list iterns.

Only show current Course schedules. (&

Show past and present Course schedules. O

Reset Criteria

) —

( Search Course Schedules

[ Search All Certified Courses ]

|

|Dane

T (6 ineme

00E -

How to Submit a Non-Certified Class for CE Credit

If you have taken a course that is not certified by IREC, you may submit it to the Education department for
consideration by filling out a “Licensee Request for Continuing Education Credit” form. Send it to the IREC
Education department with all required attachments listed on form at least sixty (60) days prior to the license

renewal date. To download The “Licensee Request for
idaho.gov/forms/reel53.

Continuing Education Credit” form go to: www.irec.
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Designated Brokers - Manage Your Company

A designated broker has authority to add or remove an agent from his/her company. To add or remove a
licensee:

A. Log in and click the “Manage My Company” tab.

{= Online Services - Microsoft Internet Explorer, provided by Idaho Real Estate Commission

@ L \g, http:f v irec.idaho,goviservices, html

File Edit Wiew Faworites Tools  Help

W [@Onlms Services 171

o 4 x| B

You are Logged in as Interim Broker

~
.
My Infermation  Manage My Conpany _

Associates  Company Info  Renew Lic

Renove Assodate  Add Sales Assodate

Last/Company Name ‘ First Name ‘ License # | Lic. Exp. Date | EO Exp. Date
IREC Test DAt T 31,2011 Dec 30, 2020
Broker terim DEL Jul 31,3010 R 24,2013

@ L 4 |g, btk funn.irec.idaha . goviservices, hitml

x| s

File Edit View Favorites Tools Help

W I@Onlme Services lil

You are Logged in as Interim Broker

Iy
E
13

My Infommnation  Wanage My Company

[ Print associate License ) Primt iy License | ([ Refreh My Dk
A4 Sales Assudiate

Assocates  Company Info  Renew Lic

Ramove Assodae

|1.i.qm» ‘l.il]h]) Date |E[l]h]) Date

IREC Test Tad Jin 21,2011 Dec 20, 2020

Broker Eterim. DBL

31,2010 Fm 24,2013

C. To add an associate, Click “Add Associate” tab. In the space provided, either add the associate’s license
number, or enter the name and click the “Search for the Associate” tab to find the associate in the database.

ﬁ '1'% @Dnline Services |
You are Logged in as Interim Broker

My Information  Manage My Company

Associates Company Info  Renew Lic.

@ < K Q% - Iﬁ;Pagav -@Tnolsv =
Logout

(Print My License | (‘Refresh My Data )

Remowe Associate Add Sales Associate

IREC Test

Search forthe person you want to add to your company.
License Murnber Last Name i FirstName

( ) U J )
[ Search for the Associate ] h
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D. Once you have found the associate you want to add, click the button to add the associate to your company.

@:‘; )= | 2] hitp: v iecidsho.gov/services himl B2 [ x| Live Serch O

Fie Edit ‘iew Favoites Tools Help & -

L8 @R Oriins Servicss | | Ey v B - ot o- - Page = i Teok - 7
You are Logged in as Interim Broker (Logout

My Information  Manage My Company ((Print My License ) ((Refresh My Data )

Associates Company Info  Renew Lic. Remowve Associate  Add Sales Associate

IREC Test
Asgsociate Mame: Two Test
License Mumber: BR38067 Lic. Exp. Date: Oct 31, 2010 Lic. status:  Inactive
EO Type: State Policy - Transferable ECQ Exp. Date: Oct 01, 2020
e ‘ Hours ‘ Date Taken Course Course Description School Name

** Broker courses count for CE only for renewing an existing license
Optaining a Broker license stars a new renswal period

(_enter a different license number | [(ctick to Add this Associate to your company | ﬁ]

E. Answer the yes/no question and click “Continue With Adding the Associate”.

You are Logged in as Interim Broker *Note: Brokers, make sure
My Information Manage My Company ( Print My License ) [Refresh My Dataj the llcensee M lntend to
add to your company has
o

Idaho law permits a licensee to activate an inactive license anly if the licensee: (1) has completed the Continuing completed an E CE I‘equu”e-

Education requirements in section 54-2023, |daho Code; and (2) is covered by and maintains a policy of real estate °

Errars and Omissions insurance. A licensee who activates an inactive license but has failed 1o meet one or both of ments necessary to aCtlvate

these requirements may have his license inactivated and be disciplined by the Commission. Although these licensing and has obtained Errors and

requirements are the responsibility of the individual licensee, non-compliance may result in a significant disruption to . . .

or otherwise negatively impact the brakerage. Accordingly, designated brokers are advised ta varify the licensee's OmlSSlons Insurance belore

compliance with these requirements prior to submitting this application. you activate the license

.
I have read and understood the foregoing. Q) Yes O Na h
( Continue With Adding the Associate ] ‘

F. The last window will give an option to purchase a license certificate. License certificates are not required.
You can order a certificate from the Commission office for $15, or you can print one free through the online
services. Continue by clicking “Add New Associate”.

My Information = Manage My Company ((Print My License ) [Refresh My Data )

Associates Company Info  Renew Lic. Remove Associate  Add Sales Associate

Once you have completed the process
you will see a note that says, “Your
change request has been submitted
for processing. You will be notified via
e-mail when your changes have been
processed by our systems”.

Popups must be allowed from this website to renew your license!
The costto add Two Test ta your campanyis: $0.00
Two Test's license will expire on: Oct 31, 2010
Two Tests license status will be: ACTIVE
Two Test's new license type willbe: AB
[ Click here ifyou want the Idaha Real Estate Gammission to print a license and mail it to yau.

The costto mail you a printed licenseis: $15.00

The total costto add Two Testis: $0.00
( Add New Associate ) _
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G. You can print a license for associates in your office for free of charge. Click on the “Associates” tab and click
on the name of the licensee for whom you want a license. Then click the “Print Associate License” button.

You are Logged in as Interim Broker *

(Print Associate License ) [ Print My License | [ Refresh My Data .

h Designated Brokers can also

: : : a verify CE and E&O Insurance
Last/Company Name First Name ‘ license # | Lic. Exp. Date ‘I ED Exp. Date . . . .
IREC Test Pt Jan 31, 2011 Dec 30, 2020 lnformatlon for thelr associates
Broker Interim [1:51 Jul 31, zo10 Jun z4, 2013 under the “ASSOCiateS” tab
Oct 31, 2010 oct 01, 2020

H. To remove an associate under the “Manage My Company” tab, highlight the associate you want to remove from
your company and then click “Remove Associate”. This will immediately place the license on inactive status.

yyyyyyyyyyyyyyyy B2 Liv. Exp. Dale. OLLA1, 2009

About Us | Site Map | Privacy Policy | Contact Us | Help

I T

N

Effective Dates on Changes and Applications

IREC cannot pre-or post-date applications. Chang- *Online renewals must be completed, including pay-
es and license applications are effective on the date ment, by 5:00 p.m. MST/MDT.
processed.

* Paper renewals are still accepted and must be re-

* Inactivating - If an agent wants to place his/her license . .
on inactive status, the broker must make the change on- ceived at the IREC office by 5:00 p.m. MST/MDT.

line. Online changes are effective immediately.

Fingerprinting Through Pearson VUE
* Fingerprints- The Commission no longer accepts fingerprint cards and has transitioned to electronic finger-
printing through Pearson VUE, IREC’s exam provider. Please see our website for more information. An appli-

cant can take the license exam and be fingerprinted at the same time, at the same location. An applicant must
make a separate fingerprint appointment when scheduling a licensing exam with Pearson VUE.
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Signup Solutions and Online Services Help

If you have not received your welcome e-mail, are having difficulties navigating pages or forgot your user name then
try the following solutions:

Reregister: Make sure you enter all parts of your name exactly as it appears on your license. For example, you may
not receive an e-mail if your middle name is on your license but you didn’t enter it on the sign-up page.

Check junk or bulk e-mail folders: Search your junk or bulk e-mail folders for the e-mail from IREC. The user
name will be “IREC Licensing”, and the e-mail address is “licensing@irec.idaho.gov”. Sometimes these folders are
automatically set up for you by your mail administrator or mail program. For more information, check with your mail
administrator or e-mail help files.

Turn off SPAM blockers: If you are using anti-spam software that employs auto-response or challenge methods to
block unwanted e-mail, this may prevent you from receiving e-mails from IREC. Our e-mail system does not work
with these methods of blocking spam. Temporarily disable the software and wait for our e-mail to arrive.

Add us to your address book: This will allow delivery of e-mails from IREC. Our e-mail address is licensing@irec.
idaho.gov, or add our domain which is irec.idaho.gov .

Check your e-mail security settings: A High security setting in your e-mail
properties may block mail from IREC. Adjust your setting to Medium or I
Medium-High. e u
]
Wait for the e-mail to arrive: Most e-mail delays are resolved within 24 hours. Lrg :
= &
Check with your mail administrator: If you have not received the e-mail, your mail u *"

administrator may need to add licensing@irec.idaho.gov to a whitelist. .

If you cannot view the licensee search and online renewal application, try the
following: Go to Tools/Internet Options and click the Empty your Temporary Internet
Files button. Reset your Browser settings to the default settings. Delete cookies.

Firewall: Make sure your firewall is allowing access to secure sites.

Install Adobe Flash Player: Our online licensing application needs Adobe Flash Player to work properly (get.adobe.
com/flashplayer/ for a free download).

Adobe Flash Player not loading? Try this link to see if Adobe Flash is working properly (www.adobe.com/software/
flash/about/)

Can’t scroll inside the licensing application? Try using the arrow keys on the keyboard to navigate through the ap-
plication. If this does not work, check to see if you have enlarged, stretched or zoomed in or out of page. If you have,
you must restore page to normal size to navigate through the page.

Encryption: Your browser must support 128-bit encryption. Go to www.irec.idaho.gov/browser_info.html for direc-
tions on how to check your browser encryption strength.

Forgot your Username? Go to www.irec.idaho.gov and click the “Register a User Name” link to reregister with
IREC.

Forgot your Password? Go to www.irec.idaho.gov/signup-solution.cfm. Fill out the webpage form and click “Send
Password” tab.

Which browsers are supported? Microsoft Internet Explorer 6, 7 or 8 are supported. Firefox and others may work
but are not guaranteed.

For assistance call IREC at: (208) 334-3285 or Toll Free in Idaho (866) 447-5411.
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The Real Estatement is an official publication published by the Idaho Real Estate Commission.
Articles by outside experts express the author’s particular viewpoints. These opinions are not necessarily shared
by the Commission, nor should they be mistaken for official policy. The articles are included because we feel
they will be of interest to the readers. Submissions are solicited. However, articles should not exceed 500 words
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